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You never have to worry 
about sticky, messy fingers 
when you buy Sure-Rite Seal 
Tab Stencils. 
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COVER STORY 


The cover this month is dedicated to 
the NSA; its purposes, aims, ambitions, 
and progress. It is highlighted with the 
picture of your new National President, 
Mary Hagan Barrett. Mrs. Barrett has 
an outstanding record of past service 
and with the assistance of a most cap- 
able Board, will guide the Association 
to new heights. 
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Appearance is just as important in letters as it is in 
people .. . or products. 


Every letter typed on an IBM Electric makes a 
perfect impression, has the distinctive personality which 
assures a friendly reception. 


Turning out first-class work is simple with an IBM 
Electric. It is so easy to use . . . so responsive to your 1 


IBM, Dept. GE-3 
lightest touch . . . so saving of your time and energy. 590 Madison Ave., New York 22, N. Y. 


Please send descriptive folder on the 
IBM Electric Typewriter. 


























Name 

IBM ethic [ypeurites | = 

teset ween yp : Address 
City State 


INTERNATIONAL BUSINESS MACHINES CORPORATION 


Four 

















. AUGUST, 1951 





1951-1952 NATIONAL OFFICERS 


I wish to express my sincere thanks and appreciation 
for the honor you have conferred upon me. 

It will be a privilege to serve as President of our Asso- 
ciation. The high character of our achievements in the past 
nine years is an inspiration and I pledge my efforts to the 
continuance of the splendid work of my able predecessors. 

In directing the work of the Association, I will have 
the benefit of the cooperation of an outstanding group of 
women who have been elected to serve with me. They, too, 
realize their responsibility for guiding our activities along 
sound and constructive lines. 

I earnestly hope that every member will feel free at 
any time to suggest to your National Board, any ideas you 
think will be helpful to the Association. You may be as- 
sured that your suggestions will be properly considered and 
developed in every possible way for the benefit of all. 

No doubt there will be changes ahead and perhaps dif- 
ficulties but I am confident we can successfully meet every 
problem through the fine, cooperative spirit which is the 
very essence of our Association. 

It has been a privilege and a pleasure to work with you 
in the past and I am looking forward to another year of 
service. I know we shall work well together. 


SOUTHEAST—Miss Margarette Bibb 


NORTHEAST—Mrs. Lilyan Miller 
SOUTHWEST—Mrs. Shella Sharpe 


NORTHWEST—Mrs. Ann Dodge 


PRESIDENT'S MESSAGE 


Mary H. Barrett 











NATIONAL SECRETARY 
Miss Dolores Lang 


NATIONAL TREASURER 
Miss Helen Boyle 


Five 





Letters 





from readers 


The Glenn L. Martin Company 
Baltimore 3, Maryland 

Sir: 
I have just seen a copy of your brief analysis entitled 
“Secretarial Survey,” which was recently conducted by Na- 
tional Market Analysis, Inc., Pittsburgh, Penna., for the 
magazine, “The Secretary.” I found the general statistics in 
this release most interesting and wonder if it would be pos- 
sible to obtain additional information on this survey and 
how it was conducted? 

Currently, I am conducting a training program for our 
Company’s secretaries and stenographers and am particu- 
larly interested in having as many specific statistics as I can 
gather. Any additional information which is readily avail- 
able for distribution would be most appreciated. 

Yours very truly, 
Erma H. Sloop 
Department of Education 


General Foods Sales Division 
General Foods Corporation 
250 Park Avenue, New York 17, N. Y. 

Sir: 
In looking through the current issue of Printers’ Ink this 
morning I came across your article which reports on “The 
Secretary” in terms of characteristics of secretaries in the 
results of a mail survey conducted by National Market 
Analysis. 
Since I am a secretary and take my work very seriously, I 
am very conscious of certain qualifications and requisites 
that are necessary in order to become a successful secretary 
—and it is because of this that prompts me to ask you for 
a copy (if you have an extra one available) of the data 
that was collected as a result of this mail survey. You might 
call it “curiosity’—but I would appreciate it very much. 


Thank you in advance. 
Sincerely yours, 
G. Beltrone 


Lamp Department 
General Electric Company 
Sir: 
I would appreciate it very much if you would send me 
a copy of your Secretarial Survey. 
Very truly yours, 
Wilma Plastine 


Benjamin Eshleman Company 
1522 Locust Street e Philadelphia, 2 

Sir: 
As mentioned in PRINTERS’ INK (July 20), I would 
appreciate your sending me a copy of THE SECRETARY, 
which reports the results of mail survey by National Market 
Analysis. 
I would also like to learn more about the National Secre- 
taries Association: its purpose—its membership—location, 
etc. 
Thanks for your courtesy in answering my queries. 

Very truly yours, 

Gertrude Prywitch 


Six 





When Emily Griswell graduated from West Fulton 
High School in June, the ATLANTA CHAPTER of NSA 
presented her with the silver trophy she is holding in the 
above picture for excellence in secretarial studies. This is 
the first time such an award has been made, but the AT- 
LANTA CHAPTER intends to make a similar award each 
year to an outstanding graduate in the secretarial field. 


Mrs. Grace Dudley, left, retiring President, presented the 
trophy to Emily, who plans to enroll in the Atlanta Divi- 
sion, University of George night school, to begin work on 
an A. B. degree. She will prepare to teach grammar school. 





WHICH PHONE 
PROBLEM IS YOURS? 


And what do you know about the Hush-A-Phone 
though i has been on the market for thirty years. 





PRIVACY: 
For the secretary: 


1. Avoids disturbing the 
“Boss” when taking care 
of phone calls—promotes 
office quiet. 

2. Safe-guards confidential 
conversations. 

3. Reduces nervous tension 
and fatigue because it 
gives good reception at 
the other end of the line 
though using a relaxed 
conversational volume of 

Hush-A-Phone Wt. 5 ozs. voice. 


The “BOSS”: 
Gives him control of privacy even with visitors at his 
desk; reduces nervous tension and fatigue; improves hearing. 


The Office as a Whole: Reduces the noise level by elim- 
inating the clamor of phone talk. Improves phone hearing. 





A Good Secretary informs berself 
Write for literature. 


HUSH-A-PHONE CORP. 
Room 715, 65 Madison Ave., N. Y. C. 16 
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institute for certifying professional secretaries 


by Dr. IRENE PLACE 
Acting Dean of Institute 


Dear Member of NSA: 

Three examining centers are to be added to the list 
published in last months magazine: 

1. University of Oregon at Eugene; Miss Jessie 
May Smith, Assistant Professor, in charge. 

2. University of Utah at Salt Lake City; Mrs. 
Mary D. Brown, Assistant Professor, in charge. 

3. University of Wichita at Wichita 14; Dean 
Kenneth Razak of the College of Business 
Administration and Industry, temporarily in 
charge. 

At this writing (July 9, 1951) no more applications 
are being accepted for the 1951 CPS examination. Around 
three hundred are being “processed.” Since the qualifications 
were clearly stated in the announcements, it is likely that 
most of these will be eligible to take the examination. We 
are sorry to have to close registrations at this time but it 
takes about a month to process each application; a mini- 
mum, the Qualifications Committee tells me, of six letters 
per applicant. It is recommended, therefore, that those who 
did not register in time should begin now to develop a 
study program for the winter. Since the main purposes of 
the CPS are to upgrade and broaden the scope of secre- 
tarial work, the real advantages to be gained from the CPS 
are through the review of subject matter that it stimulates. 

The Institute expects to hold its second meeting in Chi- 
cago in September. Chicago was chosen because it is cen- 
trally located. Issues that have been raised about the CPS 
and problems that have arisen since December will be con- 


sidered. 
Cordially yours, 


Irene Place 
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THE SECRETARY 


SECRETARY 
of the year 





The lovely young woman wearing the crown and carrying roses is Mrs. 
Lorene Bolt who won “Secretary of the Year” honors. On her left is second 
place winner Dorothy Lewis and on her right, Lois W. Thomas, third 
place winner. 


Mrs. Lorene Bolt of Austin, Texas was chosen “Secretary 
of the Year” from a group of 44 secretaries competing for 
the honor at the annual NSA convention held in Houston, 
Texas. The winners were judged on experience in the busi- 
ness world, educational background, poise, professional 


progress and personal appearance. 





A $100 savings bond is being presented to Mrs. 
Bolt as part of the honors for “Secretary of the 
Year.” 
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The Tower Lights Chapter, of which Mrs. Bolt is a 
member, claim, “to know her is to love her.” Employed as 
personal secretary to Spencer J. Scott, Scott Investment 
Company, her duties include supervision of the office. Dur- 
ing her employer’s service with the army, she was office 
manager for five years. Lorene has studied accounting with 
the International Accountants Society and is presently tak- 
ing advanced accounting in lieu of taking the Certified 


Public Accountant’s examination. 


She deserves credit for her boundless energy for, in ad- 
dition to her job, she cares for her 12 year old son, Sonny; 
owns her own home, takes care of it and a large rose garden, 
teaches First Aid for the Red Cross, sews and does quite a 
bit of modeling. She is also interested in baseball, badmin- 


ton, and swimming. 


Mrs. Bolt received a $100 savings bond and an electric 


typewriter. 


Dorothy Lewis, of Waukegan, Illinois, secretary to A. F. 
Beaubien, attorney was voted second place and Lois W. 
Thomas of El] Paso, secretary to Col. James E. Yarbrough 
of William Beaumont Hospital there, was third. Both will 


receive portable typewriters. 

















That is why you are on familiar ground . . . why 
you feel at home. The problem of a time-consuming 


Why does Royal Electric have that 


“at home” feeling? 


On the Royal Electric the controls are in the same And what a joy to operate! You get as many as 
position as on Royal Standard Typewriters. 20 carbon copies. Your letters sparkle with a crisp 
clarity that does you credit. Heavy-duty work is 
delivered with remarkable speed and clarity. 





“change-over” has been eliminated by the Royal And what about tension and fatigue? They are 
Electric. well-nigh banished! Electricity does the work for 
you... frees you to do the planning and thinking. 


Exclusive ““Touch Control” allows you to adjust 


the touch to give you the “feel”? you prefer. May we help you in your work by sending you a 
““Magic”’ Margin permits instant, automatic mar- booklet of hints and aids to typing better letters? 
gin setting. These are exclusive Royal Electric Just mail the coupon below. 


features. 


STANDARD ELECTRIC 


Made by the World’s Largest Manufacturer of Typewriters 


“Touch Control’ and “‘Magic’” are registered trade-marks of Royal Typewriter Company, Inc. 


EEE Send in Coupon Now! 
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THE SECRETARY 


Northeastern District 
1951 Convention Report 


by Mary H. BARRETT 


I have been told by many members in the Northeastern 
District that convention reports should be short and snappy. 
So, I shall report unprecedented progress and enthusiasm 
throughout the Northeastern District. 

Our chapters are in excellent condition financially, which 
has enabled them to present one or more scholarships in 
the majority of chapters. Chapter civic work has been out- 
standing and NSA has been established as one of the fore- 
most associations in the nation. Many chapters held their 
first Boss Night Dinner, with resulting good publicity and 
better understanding between employers and their secre- 
taries. This might not mean much to veteran boss nighters, 
but I assure you it meant much to these chapters. Chapters 
have given more thought to leadership, which has been 
stressed at regional and state meetings, and we understand 
the article written in THE SECRETARY, outlining duties of 
officers, with suggestions, has been helpful. Officers and 
members are well trained in Association procedure, inter- 
ested in national affairs, and active in their chapters and 
communities. 

Michigan chapters have night courses in CPS prepara- 
tion and have held their first successful workshop on CPS 
at the University of Michigan. The Northeastern District 
has contributed heavily to the voluntary CPS fund. 

Membership increases have been consistent but still no: 
as great as we had hoped. Three new chapters have been 
installed by existing chapters. Oneida, N. Y. by Syracuse; 
Washington, Pa. by Pittsburgh, and Worcester, Mass. by 
Boston. Worcester is the second chapter to be installed by 
Boston. They installed Framingham last year. I believe I 
am correct in saying this is the first time in NSA history 
where an existing chapter has installed two new chapters. 
A fourth chapter is being installed this evening at Elkhart, 
Indiana by South Bend, Indiana. I, personally, felt it would 
be wise for South Bend to wait until the dues question was 
settled, but have been told they wish to keep a promise 
made to me that before my term as N.E.V.P. had ended 
they would give me a new chapter. 

The meetings this year have been outstanding. We had 
three regional meetings in the fall at Atlantic City, N. J.; 
Columbus, Ohio; and Evanston, Illinois. It was felt the N.E. 
had grown too large for a district meeting, so state meet- 
ings were held, with New England combining at Hartford, 
Connecticut, New York at New York City, Eastern Penn- 
sylvania at Skytop, and Western Pennsylvania at Pittsburgh, 
Ohio at Youngstown, Michigan at Grand Rapids, Illinois at 
Champaign, Indiana at Indianapolis. Michigan gave us an- 
other record with 100% chapter representation. The total 
meeting attendance was 1353 members, and the amazing 
part was that the majority had never before attended a 
meeting outside their own chapter. We all know of the en- 
thusiasm aroused at these meetings, so the N.E. should 
greatly increase meeting attendance this coming year. 

These meetings taught us many things. We experiment- 
ed with various ideas, and our experience may prove help- 
ful to other districts. We had no chapter reports as such, 
because a suggestion had been made that we concentrate 
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on meeting procedure and how to conduct meetings. The 
President of the Camden, N. J. chapter, Ruth Kimsey, pre- 
pared a skit, participated in by many members, emphasiz- 
ing all phases of a regular meeting from calling it to order 
until it was adjourned. The skit proved enjoyable and edu- 
cational. We used it at all three meetings. As Vice President, 
I presided at all regional meetings, but asked the State Ad- 
visors to preside at state meetings. They gained valuable 
experience and did an outstanding job. When planning the 
regional and state meetings, we selected subjects in which 
all chapters were interested, and asked the chapter who had 
the most outstanding record in each subject in that area to 
present a report. They worked hard in preparing their re- 
ports and presented some of the finest reports we had ever 
heard. These subjects were preparation for CPS, Boss Night, 
Scholarships, Bulletins, etc. We had practically mass par- 
ticipation and healthy discussion. All meetings, with the 
exception of Western Pennsylvania were weekend meetings. 
Western Pennsylvania decided to meet at Pittsburgh, a cen- 
tral point, for a Sunday afternoon meeting. The only ex- 
pense to anyone was the cost of the luncheon. The meeting 
was fast, although a great deal of business was transacted. 
One hundred four (104) members attended, so it is felt 
this type meeting may be used in the future to good ad- 
vantage. 

As Vice President, I have attended all regional and state 
meetings, with the exception of Indiana, Illinois and East- 
ern Pa. as presiding officer or assistant. 

Although not a member of the CPS Institute, I received 
permission to attend, at my own expense, the meeting of 
the Institute in Cleveland last December. The information 
gained from this meeting enabled me to bring information 
to my chapters with the enthusiasm that can only be ac- 
quired through meeting attendance. 

National Board Meetings were attended, four general 
letters were sent to all N.E. District Chapters, and all letters 
were answered as received, which meant from five to fifteen 
letters every evening. I have installed chapters, and have 
served everywhere, and in every capacity where my services 
were needed. All chapter bulletins were read and they have 
improved vastly this past year. 

As editor of the National Magazine, I was able to assume 
the added responsibility only because of the assistance and 
cooperation I have received from the chapters and the State 
Advisors. 

I wish it were possible to thank each and every chapter 
personally, but as this is impossible, may I just say a great 
big “thank you.” 

As to the State Advisors, words cannot adequately ex- 
press my gratitude. To Alice Foote, of New Haven, Con- 
necticut, Grace Dill of Springfield, Mass., Marie Gorgas of 
Albany, N. Y., Jeannette Spangler of Camden, N. J., Au- 
gusta V. Hurst of Philadephia, Lois Summers of Altoona, 
Lilyan Miller of Akron, Phama Martin of Anderson, Indi- 
ana, Jean Southerland of Evanston, Illinois, Evelyn Oel- 
hafen of Milwaukee, Wisconsin and Dorothy Bentley of 
Lansing, Michigan, who have served our Association so 
well, I wish the best of everything to you all, with many 
thanks. 

I shall relinquish the N.E. District Vice Presidency at 
this convention, knowing we have accomplished many of 
our aims, we have started new projects, and my work shall 
pass on to most capable hands, with the future brighter for 
the N.E. District and NSA than ever before. 

(Continued on page 18) 
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Today, American Business realizes that it takes 
peak output in the office to achieve peak pro- 
duction in manufacturing and distribution. 
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Women In Business 


by SAM HOOPER 
Remington Rand, Inc. 


In doing the necessary research for a discussion of 
“Women In Business” before the National Secretaries As- 
sociation Convention, it became evident that it is a subject 
of more than passing interest to me. The span of my own 
business activity covers the period of greatest advancement 
in the acceptance of women in business. My entire business 
career has been devoted to the development of the office 
typewriter. And there has been from the first a close rela- 
tionship between the expanding use of the typewriter and 
the increasing acceptance of the place of women in business. 


To give you an idea of this growth, in 1870 the total 
employment in the United States was 13 million of which 
82 thousand were office workers. In 1950, before the Korean 
affair, there were over 60 million employed with a full 6 
million being office workers. In a period when total em- 
ployment was increased 414 times, office employment was 
increased over 74 times. This tremendous gain in the need 
for office workers created a demand for business machines 
and for people to operate them. 


In 1870 there were less than two million women gain- 
fully employed in the United States. This group was di- 
vided almost entirely between domestic servants and dress- 
makers and allied activities such as workers in cloth and 
textiles. There were almost no other occupations open to 
women. In 1870 there was listed a total of only 893 women 
clerical workers in the entire country. These of course were 
not machine operators since there were no business ma- 
chines at that time. They were probably scribes and book- 
keepers. 


Each decade from 1870 showed a total increase in 
women workers, with the greatest increases being among 
those engaged in clerical and kindred positions. In 1870 
women represented only 3.1% of all office workers. In 
1940 they represented 54.1% of all office workers. As the 
requirements of an all out defense effort were felt this per- 
centage has risen very much higher. 


While women were taking over a large part of the cler- 
ical work of the country, the number of women in pro- 
fessional and semi-professional activities such as teachers, 
nurses and so forth grew from 94 thousand in 1870 to a 
million and a half in 1940. 


During World War II, thousands of women entered 
the factories and machine shops and took the place of the 
fighting men. They kept the wheels turning. Many of these 
women returned to family life when the need was over, but 
not all did and a place for women in another line of activity 
has been opened. In our large factory in Elmira, New York 
about 50% of nearly 7,000 employees are women. 


But the greatest acceptance of women has been in busi- 
ness. From 1870 to 1940 in eight selected occupations the 
number of business women increased about 40 times, where- 
as the total number of women workers increased somewhat 
less than 7 times. 


We have seen the entry of women in great numbers in 
the lower levels of business such as stenography, typing and 
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similar clerical work. Rest assured, however, that they were 
not content to remain long at the bottom. Janet M. Hooks, 
in her book “Women’s Occupations Through Seven Dec- 
ades,” notes that women “have also had growing, though 
still limited opportunities to enter those postions that carry 
great prestige in our business dominated economy.” Major 
increases seem to be reported beginning about the turn of 
the century. Nearly 27,000 women were proprietors, man- 
agers and officials in industry in 1940—over 100 times as 
many as were reported in the 1870 census. 


Today there are many symbols of the capacity of women 
for executive positions. Dorothy Shaver is president of Lord 
& Taylor, one of New York’s large department stores doing 
over 45 million dollars annually. Clare Hoffman, a director 
of the Bank of America, was the first woman to be a direc- 
tor of any billion dollar bank. 


Another woman pioneer who competed most success- 
fully in a sphere formerly devoted to men was Lillian Gil- 
breth, world famous as an efficiency expert. In co-operation 
with her husband, she made some of the earliest time studies 
for the Remington Rand Typewriter Company. 


In recognized professions such as architecture, medicine 
and law there are outstanding names in each group of 
women who have risen to the top of these professions. A 
notable example is Judge Sarah P. Hughes who is a highly 
respected member of the Bar right here in Houston. Judge 
Hughes is deeply interested in the development of women’s 
activities and is National President of the Business and Pro- 
fessional Women’s Clubs. 


The advances made by women in business and other 
activities during the past seven decades are splendid. They 
prove conclusively the ability and capacity of women to 
compete successfully with men in every activity. The ad- 
vantages made to date however, even though most praise- 
worthy, should only provide an incentive for further effort. 


I believe that a notable step toward the goal of full rec- 
ognition of the importance of women in business is the 
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establishment by the National Secre- 
taries Association of the Institute to 
award the degree of Certified Profes- 
sional Secretary. This will add dignity 
and prestige to the recipients and will 
afford a means of measuring the values 
and services rendered by those indi- 
viduals who serve business so ably in 
a true secretarial capacity. 

There is just one field of woman's 
activity that I have not touched on 
and that is the field of politics. I feel 
that in this important area women 
have let us down. I feel that you 
should take greater interest at operat- 
ing levels if I may use that term. 

Join your district committees and 
your county committees. When the 
Woman’s Sufferage Amendment to the 
Constitution was being debated there 
were many who felt that the entry of 
women into political life would serve 
to help clean up again. I am afraid 
that too many of you have been satis- 
fied with just casting your vote. By 
that time it is too late. You can only 
vote for the candidate or proposition 
that the politicians put before you. 
Why not have a hand in the selection 





of that candidate or proposition? 

To meet an emergency, many devi- | 
ations from good government can be | 
excused. But we have seen “emergen- | 
cies” created to justify the continua- | 
tion of uneconomic practices. At this | 
serious juncture we turn to the ladies 
for help. 

Don’t by any means fail us. If you 
will show the same interest in politics 
that you have in business and will 
create the same degree of acceptance 
for yourselves, it may well be that the 
very future of our country and even 
of civilization will rest in your hands. 

And in hands so capable and attrac- 
tive, I have no fear of the future. More 
power to you. 

The above article is a digest of the 
keynote convention address by Mr. Sam 
Hooper, Sales Manager for Remington 
Rand typewriters. Mr. Hooper is well 
known for his interest in noise control. 








EASTERN Riiag 
ConhGdtintina 
ae ee che Om 
De FOE Uae RITOER 





For speed and accuracy in transcrib- 
ing six letters dictated on a plastic 
Memobelt, Miss Judd won a round-trip 
Eastern Airline flight for 2 to Puerto 
Rico, with a week’s vacation at the 
swank Caribe-Hilton Hotel. What’s 
more, her first prize includes a Ceil 
Chapman gown, Lawrence of London 
traveling coat, chapeau by Sally Victor, 
Amelia Earhart air travel luggage— 
plus $200 in cash! 

Says Miss Judd: ‘‘What a thrill! And 
what a wonderful way to take dictation! 
I'd never used the Dictaphone TIME- 
MASTER before, but after just a short 
warm-up, it was easy —as if I’d always 
transcribed from TIME-MASTER! I’ve 
never heard such clear reproduction.” 


DICTAPHONE 


THE GREATEST NAME IN DICTATION 


Dictaphone offices, agents, 
and service the world over. 





MEET MISS DICTAPHONE—1951! 
Lucky—and talented, too! That’s Amanda Judd of Flush- 
ing, N. Y., Miss Dictaphone of 1951. 

Winner over 420 super-fast, super-accurate secretaries, 
Miss Judd of Ford Motor Co. really won a bonanza in the 
keenly contested Dictaphone competition at the National 
Office Management Association’s exposition in New York. 








SAVE HOURS—SAVE ERRORS 
with TIME-MASTER 


The boss dictates without tying you up! 
You transcribe at your convenience. 
Saves your time . . . saves trouble. 
Gives you a chance to help your boss 
and help yourself. You'll love the tiny 
“Magic-Ear”’ listening device. And the 
Memobelt records with such clarity you 
catch every word, even a whisper! 
Make Yourself More Valuable to the 
Boss! Send for Dictaphone’s free 76- 
page booklet, “Letter Perfect.” Full of 
helpful tips for “‘want-to- 
get-ahead” secretaries. 


Send for your free 
copy of “Letter Perfect.” 





420 Lexington Ave., N. Y. 17, N. Y. ™ 


Please send me my free copy of “‘Letter Perfect.” 
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THE SECRETARY 


Northwestern District — 
1951 Convention Report 


by ANN DODGE 


MADAM PRESIDENT: 

It is indeed a privilege and a pleasure to extend greet- 
ings from the Northwestern District to our National Presi- 
dent, Elizabeth Scott; the members of the National Board; 
the Executive Secretary, Florence Crawford; to Houston; our 
hostess chapter; to the delegates and members assembled; 
and to our guests, who, because of your presence, have con- 
tributed much to make this occasion one to be remembered. 

With each new year we have shown progress—each 
national convention with delegates and members assembled 
proves that we have confidence in our organization and are 
interested in its progress. 

Lewiston, Idaho, hostessed the first regional meeting in 
the Northwestern District, October 14, 1950, with head- 
quarters at the Lewis-Clark Hotel. States represented in 
this region include Washington, Oregon and Northern 
Idaho. Representatives were present from Spokane, Seattle, 
Olympia ard Lewiston. Although the attendance was not 
too large at this regional, enthusiasm reigned high. 

The second regional meeting was held at Sioux City, 
Iowa, November 11 and 12, 1950, with headquarters at the 
Warrior Hotel with the Sioux Chapter members as hos- 
tesses. This meeting took in both Regions III and IV of the 
District comprising the chapters in the states of Nebraska, 
South Dakota, Iowa, Minnesota and North Dakota. At this 
meeting, panel discussions were held on various subjects 
with the different chapters participating. This proved to be 
a most interesting and beneficial discussion. There were 
around 85 in attendance. 

The third and last regional meeting was held in Denver, 
Colorado, February 10 and 11, 1951, with some 75 members 
in attendance representing chapters in Colorado, Utah, Wy- 
oming and Southern Idaho. The Columbine and Evergreen 
Chapter members hostessed the meeting, with headquarters 
being at the Brown Palace Hotel. 

Enthusiasm reigned high at the three regional meetings 
and it was my pleasure to observe the spirit of cooperation, 
sincerity and friendliness of the members in attendance. 

At all regional meetings, national and local problems 
were discussed in detail and the following items are of 
special importance as far as the Northwestern District is 
concerned. 

1. Procurement 

The chapters unanimously approved of the Na- 
tional Membership Contest. Most important of 
all, a number of the chapters were anxious to 
obtain the services of a field representative to 
assist them with the procurement of new mem- 
bers. 

2. Finance 

The chapters are desirous of obtaining new and 
original ideas to increase their chapter treasuries. 

3. CPS 

The chapters are interested in the CPS program 
and the fact that it is finally becoming a reality. 

One interstate meeting was held in Portland, Oregon 
on March 17 and 18, 1951, with representatives present 


Fourteen 


from the states of Washington and Oregon. The Oregon 
Trail Chapter members were hostesses at the meeting. 

While the Northwestern District has not increased its 
membership in numbers as was anticipated at the begin- 
ning of the year, it has grown in unity and strength and 
the chapters are beginning to realize that they are an in- 
tegral part in our organization. 

In the fall of last year, we were fortunate in having the 
services of a field representative, Mrs. Jean Williams. 
Through her efforts, Mrs. Williams assisted the Spokane 
and Coeur d’ Alene Chapters in their membership drives, 
but she was forced, because of illness in her family, to give 
up her work temporarily. This spring, she attempted to in- 
stall new chapters in the state of Iowa, but she was not suc- 
cessful. 

Unfortunately, there were no new chapters installed in 
the Northwestern District this past year, but several have 
returned to the “active” list and a number of chapters are 
in the process of installing new chapters. At the present 
time, there are around 60 chapters in the district. It is my 
sincere hope that the Northwestern District will continue 
to progress and that the enthusiasm, unity and harmony 
which now prevails will never cease. 

In my capacity as Northwestern Vice President, I have 
attended three national board meetings; one immediately 
following the last convention in Boston, one in Kansas City 
and one in Denver, Colorado. These meetings were attend- 
ed with an open mind and I tried, to the best of my ability, 
to carry out the wishes of the district and to render deci- 
sions to the best interests of the Association, always keep- 
ing in mind the welfare of the chapters. 

The National Board has been a most cooperative one 
and very diligent in its efforts. 

I am submitting the following recommendations for 
your consideration: 

1. That the Inter-Chapter Council be made a part 

of the National Structure. 

2. That we adopt immediately, a good, strong, 
membership procurement program under the 
direction of National Headquarters and super- 
vised by a capable and well-qualified individual. 

The many hours that I have put in this past year have 
been an invaluable education to me. It has been a pleasure 
to work with you, and the friendships I have made will 
never be forgotten. I have indeed benefited from my mem- 
bership in the Association and I sincerely hope that each 
and every one of you derive similar benefits. 

It has been my endeavor this year not to let NSA inter- 
fere with my work at the office, nor my work interfere with 
NSA. However, I am indeed grateful to my supervisor, Mr. 
Herman Miller, State Supervisor of Trade and Industrial 
Education, and Assistant Director of the State Board for 
Vocational Education for his assistance and encouragement. 

As to my husband who is NSA-minded, I am deeply in- 
debted not only for his understanding and cooperation, but 
for his willingness to help whenever I have needed it. 

To each and everyone for making my year so pleasant; 
to our Executive Secretary, who has done an outstanding 
job, and to the members of the National Board who have 
worked so diligently and conscientiously never once forget- 
ting the high ideals and principles of NSA, may I say 
“thank you” for the confidence you have placed in me and 
the cooperation and faith you have given, not only to me, 
but to the National Board. 

I thank you. 
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Southeastern District 
1951 Convention Report 


by FRANCES CRAWFORD 


MADAM PRESIDENT, National Officers, Fellow Mem- 
bers: 

Another milestone has been passed in the life and suc- 
cess of NSA. Another year of accomplishment—realization 
of ambitions and ideals. 

It would be impossible to detail the activities and ac- 
complishments of any district, but I should like to tell you 
just a few of the highlights from the Southeast. 

We have been fortunate in the Southeastern District. 
We embarked on a new year with nine new chapters, ac- 
quired through the merger of Secretaries International with 
National Secretaries Association. With these nine chapters 
we not only acquired many new members, but a new stimu- 
lus, new inspiration, because they are some of the most 
active and interested members in our Association today. 

We have here today representatives from seven of those 
chapters. To these new members I should like to extend a 
special welcome to your first convention with NSA. We are 
most happy to have you. 

It is worthy of note that Regional and District Meetings 
in the Southeast are attracting a greater attendance. A feel- 
ing of unity and cooperation prevails among all chapters, 
and an ever increasing consciousness of the importance of 
our National structure and administration. 

A Regional Meeting has been held in each of the three 
regions in the Southeast. The first was held in Baltimore, 
Maryland, with Monumental Chapter as hostess. We were 
all pleased to welcome NSA members from across the bor- 
der in the Northeastern district. At this meeting it was an 
honor and privilege to present a National Honorary Mem- 
bership to Dean Clifford C. James of the University of 
Baltimore—an award for his great contribution to the CPS 
program—and a resolution of thanks to Dr. Theodore Wil- 
son, President of the University, on behalf of the entire staff. 

The second regional meeting was held in Memphis, 
Tennessee. This meeting had four particularly distinguish- 
ing features: (1) Our National President was in attendance. 
(2) Every district of NSA was represented—the Northeast, 
the Northwest, the Southwest and the Southeast. (3) It 
was attended by representatives from eleven of the fifteen 
former SI chapters. (4) A National Honorary Membership 
was presented by our National President to our legal ad- 
visor and Parliamentarian, Colonel Roane Waring. Some 
might say we inherited Colonel Waring along with SI, but 
the Southeast at least has adopted him for its very own. 

Charlotte, N. C. was the site of the next and final re- 
gional meeting, with the Queen Charlotte Chapter as hos- 
tess. This meeting, held early in December, drew a large 
attendance not only from its own region, but from the other 
regions as well. 


But the highlight of Southeast activities was its District 
Meeting in‘ the heart of North Carolina. O. Henry Chapter 
at Greensboro was hostess to this meeting, the largest ever 
held in the Southeastern District. In planning this meeting 
I wrote to all Southeastern members serving on National 
Committtees, asking them to give a brief summary, either 
in person or in writing, of the duties and activities of their 
committees. This information proved quite helpful to those 
in attendance, both from the standpoint of information on 
National affairs and administration, and also, through dis- 
cussion, the crystallization of thoughts and ideas on the 
subjects to be presented at this convention. More than half 
the chapters in the Southeast enjoyed the fruits of the O. 
Henry Chapter’s efforts, which were perfect in every detail 
—including a full Carolina moon. 

The Southeast has developed into a well organized unit, 
composed of members who are all well versed and inter- 
ested in matters of National import. We have continued the 
policy of keeping all members at large informed through 
the same medium as the various chapters. Invitations to all 
meetings are extended to them and it has been most grati- 
fying to note the attendance of a number of them at our 
Regional and District Meetings. 

The need for field representatives is felt very keenly in 
the Southeastern District. The Southeast is still sparsely 
settled, and chapters are widely scattered in most instances. 
Four of the Southeastern chapters are presently engaged in 
activities leading toward the organization of other chapters, 
and we are hoping to report success in each of these en- 
deavors within the near future. Several others are formu- 
lating plans for this fall. Distances, however, are great, and 
time is an important element. I should like to recommend 
the continuance of efforts to obtain field representatives, not 
only for the purpose of organizing new chapters, but to 
assist those chapters who are far removed from others and 
who are unable to have the advantages and stimulus pro- 
vided by closer contact with their fellow members. 

I would further recommend that close attention be given 
to the development of a program of assistance within the 
chapters, designed to further stabilize our present member- 
ship and curtail resignations. I believe the allocation of 
funds to be used by the officers or other qualified persons 
under the direction of the Board of Directors would be a 
worthwhile expenditure of NSA funds, and a wise invest- 
ment. 

It has been a pleasure to work with this fine group of 
officers. We have approached our problems with open minds 
and sound reasoning. The continued growth and success of 
NSA has been the guiding light that directed us in all of 
our activities, and your cooperation and assistance have 
been greatly appreciated. 

To the members of my own Southeastern District I 
wish to say thanks for the pleasure of working with you. 
It has been rare privilege, and I can ask nothing better for 
my successor than that you give to her the same loyalty, 
cooperation and assistance you have accorded me during 
the past two years. 


Thank you. 


Fifteen 
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Southwestern District 
1951 Convention Report 


by GLADYS MARTIN 


MADAM PRESIDENT, MEMBERS OF THE NATIONAL 
BOARD and fellow members of National Secretaries Associ- 
ation: 

At Boston, in July, 1950, I felt a great pride in report- 
ing the work which had been accomplished within my dis- 
trict—THE SOUTHWESTERN DISTRICT. This year I 
find that I have lost no smallest part of that pride, for again 
the Southwestern District has developed, grown stronger 
and has cooperated wholeheartedly at all times in furthering 
not only the welfare of the district but of the National Sec- 
retaries Association as a whole. 

Once again this year we have held a District Member- 
ship contest. Thirty-nine Chapters participated in this con- 
test and these 39 chapters have accounted for 197 new 
members this year for NSA, or about 10% of the entire 
national increase. This figure approximates five new mem- 
bers per chapter for the 39 participating chapters. This 
figure is about what could be called average. Last year the 
Southwestern District contest, with 42 participating chap- 
ters was responsible for about 20% of the entire national 
gain, or about what could be called double the average of 
gain from an over-all standpoint. 

In analyzing this, I would say that the loss was occa- 
sioned somewhat by the lowering of the refund to chapters 
for new members. The incentive was not sufficiently high 
to encourge the work which is entailed and the expense 
connected with securing new members. 

It is, therefore, my recommendation that the in- 
coming officers establish a policy for equitable 
refund to chapters for membership procurement, 
since to do so represents a sound national invest- 
ment, not only financially, but in membership 
increase. 

Tracy, California won the District contest this year. This 
resulted from Tracy's having installed a new chapter at 
Modesto, California last April. I wish, at this time to ex- 
tend congratulations to Tracy, California. 

It was decided this past year that much might be ac- 
complished through forming a committee to consider all 
ideas and plans coming out of the chapters of our district. 
In order to collate all such plans, ideas and suggestions, and 
in order to weigh the merits of the same before other chap- 
ters were asked to consider them, it was thought well to 
have some central committee to receive, weigh the merits, 
and report the findings, as well as to make recommenda- 
tions on what appeared to be worthwhile ideas or sugges- 
tions. As a result, a DISTRICT PLANNING COMMITTEE 
was formed to serve the district in this capacity. It was an 
experiment, but what now appears to have been a worth- 
while one, for this committee was immediately asked to 
study such questions as: New Installation Services, New 
Initiation Services and to investigate the need for a defini- 
tion of SECRETARY, which, it was hoped, would clarify 
the many points which arise in connection with applications 
for membership. This committee has also received sugges- 
tions and recommendations from the various Southwestern 


District chapters for such committee’s study and findings. 

All of these assignments were undertaken by the com- 
mittee and a final report has been made to me. I, in turn, 
have reported to my district on the material presented and 
the findings made by such committee. 

The LC.C. has once again had an important year in our 
Southwestern District. This group has been responsible for 
much progressive work throughout the entire district. Its 
activities have spread more strongly throughout every area, 
and has created a bond between our chapters. 

The LC.C. has worked diligently to further the CPS 
program, to build membership and to keep the interest in 
NSA high. In February of this year a new chapter was 
formed at San Diego, California under the auspices of 
I.C.C. Grace Garrett and Gladys Bauer, District I.C.C. Chair- 
man and California Southern Division Chairman, respec- 
tively, did all the preliminary work in the formation of this 
new chapter. 

The Southern Division of California has held regular 
bi-monthly I.C.C. meetings throughout the year, at the last 
of which such meetings 85 members were in attendance. 
This group was larger than all but one regional meeting 
held in my district the past year. The Northern Division of 
California has this year speeded up its LC.C. activity, and 
attendance has been greatly increased under the guidance 
of Marjorie Dunster, Northern Division Chairman. 

At Boston, last July, I recommended that I.C.C. be made 
a part of the National structure of NSA. This recommenda- 
tion was referred to the Rules Committee for attention 
this year. 

~ Again I strongly recommend that 1.C.C. be made 
a PART OF OUR NATIONAL STRUCTURE. 
The thread of its progress is easily traced through 
the history of the growth and progress of our 
organization. I.C.C. is not a new idea—it is a 
basic part of NSA as we know it today, and its 
importance is indisputable. 

Four regional meetings were held in the Southwestern 
District this year. The first at San Antonio, Texas in Octo- 
ber, with members in attendance from Texas and Louisiana. 

While on this regional trip, I visited four other South- 
western District chapters: Albuquerque, New Mexico, Lub- 
bock, Texas, Austin, Texas, and El Paso, Texas. I was sched- 
uled to visit Phoenix, Arizona, but was unable to make 
proper contact with that chapter in order to complete this 
schedule. 

In November, another regional meeting was held at 
Wichita, Kansas. This regional meeting combined Kansas, 
Oklahoma and Arkansas chapters. 

Immediately following the Wichita meeting I went on 
to Springfield, Missouri for the Missouri regional meeting. 
At this meeting seven of the nine Missouri chapters were 
in attendance. 

During the past year my district has been kept fully 
informed of all National and District activities through my 
general letters. During this term of office I have written 
nine general letters to my district. Every letter which has 
come from either individual or chapter has been answered, 
and there have been hundreds of such letters. 

I have studied carefully with my district each issue which 
will come before us for action at this convention, and I 


believe that the following recommendation is not only my 
(Continued on page 18) 
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Something NEW 
in a Binder 





SLIDE LOCKS CLOSED 


By Actual Test 
THE CADO PUNCHLESS BINDER 
Saves 80% in TIME 


Compare any other method of binding with the 
the new, revolutionary “Punchless." Zip—it's 
open! Zip—it's closed! No time wasted punching 
holes and messing with "gadgets." Papers are 
bound or released by merely pushing two slides. 


The "Punchless" Binder is ideal for file folders, 
sales and service bulletins, catalogs, price lists, 
house organs, etc. Letter or legal size in red, 
black or grey with Punchless" clip at top or side. 
Order from your supplier or write to Dept. S, 
Cushman & Denison Mfg. Co., 153 W. 23rd St., 
N.Y. 11, N.Y. 








CADO 


“PUNCHLESS” BINDER 





Northeastern District 
1951 Convention Report 


(Continued from page 10) 


You have a report, of my work as Northeastern Vice 
President during the year—in addition I should like to pre- 
sent a few recommendations for your consideration, and 
for the consideration of the incoming Board: 

1—In view of the fact that our annual national dues 
cover the operating costs of the National Association, it is 
my recommendation that a study be made by the Finance 
Committee to determine the feasibility of allocating a por- 
tion of the national initiation fee to the CPS program, the 
National Secretaries Home Association, and whatever other 
national projects are adopted by the Association from time 
to time. 

2—I wish to recommend a strong, accelerated program 
be set up for CPS preparation, and that the National Edu- 
cation Committee concentrate its efforts on providing the 
chapters with a suggested program to prepare their mem- 
bers for CPS examinations. 

3—It is my recommendation that the national officers 
be relieved of the chairmanships of the national committees 
wherever possible, so that they may devote more time to 
developing national programs and policies of the Associa- 
tion and enable more members to take an active part in 
the Association. 

4—It is my recommendation that the candidates for 
national office be sufficiently familiar with the membership 
of the Association so that appointments for national com- 
mittees may be made promptly following the adjournment 
of the national convention. 

In my earnest opinion consideration of these recom- 
mendations will do much toward the progress of our As- 
sociation. 


Southwestern District 


1951 Convention Report 
(Continued from page 17) 


own, but is that of the majority of the chapters within my 
district. I recommend: 
That the proposed plan for state organization not 
be accepted, nor that we consider any future plan 
for State organization until such time as it shall 
appear that such a plan is necessary to our con- 
tinued growth and development; that at no time 
shall we consider any State organization plan un- 
less such plan offers equitable benefits to all states, 
all districts and all chapters. 

I should like, in closing, to say to the members of the 
National Board that it has been a wonderful two years— 
two years of working in an honest effort to further the wel- 
fare of our organization. Each Officer has given to the best 
of her ability, and to the limit of her physical strength. 
Each has truly “dared to do her duty as she understood it.” 


Thank You. 
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°Beauty Is 
‘Your Business 


by GEORGIA CASH 


Last month we left you starting your day a more poised 
and better groomed business girl for having carefully plan- 
ned your early morning minutes. 


Your next eight hours will contain little time for your 
personal self—they belong to the BOSS! And anything less 
than complete attention to his needs and problems is be- 
neath your dignity as a good secretary. However, in these 
grand times of wage and hour laws, you should have a few 
minutes of your own in the morning or afternoon (as well 
as your lunch hour). Here’s how to make the most of those 
much needed minutes: 


Take five minutes of your rest period to relax com- 
pletely. If you have difficulty in relaxing there’s an old 
mental trick that will help: Close your eyes and bring a 
pleasing picture to your mind—something very restful and 
simple—and concentrate hard on it—the trick being that 
you concentrate so hard on your mental picture that you 
forget the nagging worries that perplex your mind and 
keep you tense and irritable. Relax in a reclining position 
with your feet higher than your head or, if this is impos- 
sible, let your head hang back over a chair and put your 
feet up on another chair. The neck and shoulder muscles 
become strained and tired from steady work. Relieve this 
tension by rolling your head around on your shoulders— 
first in one direction and then the other. When your feet 
are propped up above hip-height the body tiredness cause 
by gravity pull is considerably lessened and leg and foot 
fatigue relieved. Also, the hair and complexion will benefit 
greatly by the stimulated circulation in the upper part of 
the body. After this relaxing period stand up and stretch 
all over to put yourself back “on your toes’—check your 
make up and hair—see that your dress is smooth—hose 
seams straight—and you're ready for more work. 


Divide your lunch hour into three parts with the first 
thirty minutes devoted to a light but nutritious meal—a 
fresh fruit or vegetable salad, a glass of milk or orange 
juice, and a simple dessert if you are one of those gals 
carrying more poundage than you like—and always remem- 
ber that heavy food makes you lazy and sluggish, so choose 
your food carefully. We all know that those long afternoon 
hours are the hardest to make especially these hot days 
when we would much rather be fishing, swimming, loafing 
—or just any old thing—other than working. The wrong 
food can make the “let-down” pretty bad. Now take part 
of the last thirty minutes (maybe with your coffee and 
cigarette) to read that article you have been saving until 
you found time for it—or maybe read a chapter in your 
book that you read back and forth on the bus. No studying 
here, please, unless you are cramming for something and 
just have to get it done. This is your time to rest and get 


your breath before you tackle that pile of dictatioa you got 
this morning. Well, you’ve got about ten minutes left. How 
about a quick walk around the block to wake up—and back 
to the office via the restroom for a little repair work with 
your comb and lip-brush. 


Again, this schedule needs to be adjusted to fit your 
own required timing—but do remember that planned days 
will be the biggest time-saver and refresher you can pos- 
ibly work out for busy-work-a-day hours. And before you 
leave your place of business for the day go to the restroom 
to freshen your appearance. 


We aren't suggesting that you spend all your spare time 
on your appearance—but we want you to concentrate on 
looking your very best—in a conventional and conservative 
manner, of course, for the office—at all times. When you 
are certain that you look well—you feel well. And when 
you feel well, you do better work. And when you do your 
work well—you leave your office with a definite sense of 
achievement, not dissatisfied, discouraged and exhausted. 
In this “alert” mental state you are ready to welcome what- 
ever the evening may bring in the way of entertainment 
and amusement. 


Excerpts from diucdintal Survey 


The second step taken in analysing the survey results 
was that of determining the characteristics of these women 
according to age group. We found the following interest- 
ing facts: 


AGE AVERAGE INSURANCE WARDROBE 
SALARY % Average EXPENDI- 

Covered Amount TURE 
21-25 $209.76 95.5% $1,691 $441.15 
26-30 $218.63 97.5% $3,309 $483.00 
31-40 $265.00 93.7% $3,972 $503.00 
4landover $279.55 83.5% $3,406 $478.10 





CHANGE OF ADDRESS 

Four weeks are required to effect a change of 
address. To insure uninterrupted delivery of your 
copy of THE SECRETARY, kindly advise us suf- 
ficiently in advance of moving. 

Also, if you are not receiving your copies regu- 
larly or should you know of anyone who is not 
receiving their copy, please notify the publisher, 
610 Wood Street, Pittsburgh 22, Pennsylvania. 

Such notification may be made by letter or by 
post office form No. 22-S, giving the old address 


as well as the new, with postal zone number, if any. 











Nineteen 








YOU'VE 


AT YOUR SERVICE... Yes, for you he will render the service that once experienced 
you'll never regret...for that matter you will wonder why it took you so long to 
learn to relax under your constant problem of producing clean, crisp, permanent 
copies...any number, every time. 

READY...That’s it! He is a regular “shop on wheels”...give him your own brief- 
ing on your responsibilities and the answers...accurate, mind you...are given with- 
out calling in a bevy of “experts” or putting you off while he consults his office. Its 
true! He knows his job thoroughly...how to make you look good in print. 

ABLE...No holds barred now...he’ll never give you a fast shuffle... he’ll sell you 
only what’s good for you. He’s able to do this because he has every top-quality 
reproducing supply under his arm and never, never, never will you get those “just- 
as-good” substitutes for Panama-Beaver FULL LINE job fitted materials. 

WILLING... Most are...but, your Panama-Beaver Man proves it so pleasantly 
by living up to a reputation that started more note-books ago than you can remember 
...Since 1896...the Panama-Beaver Man has been happily received by smart, effi- 
cient and real good secretaries everywhere. 


Be good to him, because he’s good for you—and tell him you really owe it to this ad 
that you started a friendship that will make you happier with your work than ever. 
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INKED RIBBONS FOR EVERY OFFICE MACHINE CARBON PAPER FOR EVERY OFFICE USE DUPLICATING SUPPLIES NEEDED IN EVERY OFFICE 
Accounting Ribbons Multilith Ribbons Accounting Carbon Paper Pencil Carbon Paper P.B. Master Backing Sheet Duplicating Carbon Paper 
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